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Sending Messages to Applicants Withdrawn by Program

This job aid provides a potential workflow for using the PDWS system to send a message to a group of applicants
who will not be offered an interview at your program.

1. Navigate to ERAS® Program Director’s WorkStation (PDWS) and enter your AAMC username and

password.

2. Select the applicants who will not be invited for an interview.
a. Navigate to View Applications.

b. Select the Withdrawn by Program status for each applicant whom the program has no
interest in sending an interview invitation to. (Use this
to update applicants in bulk.)

(We are using the Withdrawn by Program status in this job aid because there is a Withdrawn by Program System-
Defined filter created for you. However, you could choose to use Inactive or any other custom statuses. You would
just need to also create a user-defined filter.)
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3. Apply a filter and send a bulk message to the applicants.

(We used the Withdrawn by Program status in Step 1. Next, we will run the system defined Withdrawn by
Program status to send a bulk message to the applicants.)

To Send messages to applicants withdrawn by program:

1. Navigate to Filters.
2. Select the Withdrawn by Program filter from the System-Defined section.
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https://pdws.aamc.org/pdws-web/
https://higherlogicdownload.s3.amazonaws.com/AAMC/c040ef61-b87b-40b4-a4e7-7e17abb38582/UploadedFiles/ILEqyhTTQWYbr90AB2R9_Applications-%20Update%20Status%20in%20Bulk.pdf
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3. Select the applicants from the list using either Select a Page or Select All.

4. Select Bulk Messages from the Actions to perform on the selected applicants.
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5. Enter a Subject and Message. (Applicants are bCC’d.)
6. Select Send.
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